Key Performance Indicators Recap

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Dear [Recipient Name],

| hope this message finds you well. As part of our ongoing efforts to assess our performance and

align our objectives, | am pleased to provide you with a recap of our key performance indicators
(KPIs) for the [specific period].

1. Overall Performance

During this period, we achieved a [Percentage]% increase in [Key Performance Metric 1],
exceeding our target by [Amount].

2. Specific KPIs
o KPI 1: [Description] - Achieved [Value]

e KPI 2: [Description] - Achieved [Value]
o KPI 3: [Description] - Achieved [Value]

3. Areas for Improvement

While our achievements are commendable, we have identified the following areas for
improvement:

e [Areal]
e [Area2]
e [Area3]

We are committed to addressing these areas and will implement strategies to enhance our overall
performance moving forward.

Thank you for your attention to this recap. | look forward to discussing our next steps in our
upcoming meeting.

Sincerely,



[Your Name]
[Your Position]
[Your Company]



